Enter Verified Education

When an employee is first hired, data on the Education infotype (0022) is entered to
indicate that the education information is in pending status. The graphic below illustrates
how the employee’s Education (0022) infotype displays when the employee is hired.
The Start and to dates are when the employee indicated where he or she attended
school. The Verified field indicates that the verification of the Bachelor’s degree is
pending.

After you have received verification from the school, you will change the date fields and
the Verified field as outlined in the steps below.
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1. Double Click on PA 30 — Maintain HR Master Data from your Favorites folder or type
PA30 in the command field.
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2. Enter the personnel number or use the matchcode in the Personnel no. field to search
for the employee’s number.
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3. Inthe Infotype field (the white space at the bottom of the screen), enter 0022
(Education).

4. Enter the subtype in the Sty field, or use the matchcode to select the appropriate
verified education from the drop down menu. In the illustration below, subtype 06 (Bac
Deg) was selected.



5. Press Enter. The numerical codes are changed to the appropriate wording for the
selections you have entered.

6. Select Copy. The Copy Education screen is displayed.
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7. Observe that the screen shows the data that was entered when the employee was hired.
In the Start date field, change the date to reflect the date you received the verification.

8. Inthe to date field change the date to 12/31/9999.

9. Change the Verified field to the appropriate education. You can enter the code in the
Verified field or use the matchcode to select from the drop down menu.

10. Press Enter to validate the information.
11. Click Save.

12. The graphic above shows a completed Education infotype for a verified Bachelor’s
Degree at Duke University.



